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Session Agenda- Part 1

Business Process Change

•E-Grants Project – Vision and Goals

•What is it and how does it affect the
grants management process?

•Overview and discussion of major
areas of E-Grant related business
change
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Session Agenda – Part 2
E-Grants Basics

  System Requirements and Access, Workflow, Navigation, Control
Types, Common Elements, Logon Page, Menu Page, Applicant
Select Page, Application Select Page

E-Grants Application Data Pages
 Overview Page, LEA Contact, Funding (Allocations and Topic
Funding), Grant Summary, Budget Pages

Completing the Application
 Assurances (Common/Program), Consistency Check, Submission,
History, Review Summary, Page Lock Control

Program Specific Pages
Getting Assistance

  E-Grants Support

Session Wrap-up
  Future Plans, Improving Training, Contact Information
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Business Process Change
E-Grants project Vision and Goals

• Design and implement a Web-Enabled
Electronic Grants Management System (E-
Grants) for the Office of Public Instruction
that would be accessible to all LEAs and
other sub-grantees via the Internet.

• Manage the entire grant life cycle and
provide a consistent grant application
process across all grants programs.

• Streamline the current business processes
in order to more efficiently manage their
grants management process.
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Business Process Change
• Business processes are the business

events that drive the work to be
performed

• Any effort to improve business
processes requires CHANGE (why else
would you need to improve?)

• There are a number of major areas of
business process change related to the
implementation of E-Grants that we will
be discussing



6

Business Process Change

• Application time frames and expectations
• OPI Staff will no longer make changes to

District Applications or Budgets
• Application review will be complete on all

parts of an application before it is returned
for any needed updates (email
notifications of application status changes)

• Public Access (to final approved
applications)

• E-Grants System Design (Rules)
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Business Process Change
• OPI Planning Process and Initial Planning Tool

– Integration with E-Grants
• Allocations in E-Grants

– Preliminary and final
– Original and amended applications
– Carryover
– Grant Award Notification (GAN) process

• Multi-Districts (Prime Applicants/Fiscal Agents,
Members)
– School Systems
– Consortiums
– Cooperatives

• Budgeting in E-Grants (Level of detail, Purpose
Categories, etc.)

• Payments in E-Grants
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OPI Planning Process
Overview

OPI Planning Topics
• Topic 1: Improving Academic Achievement
• Topic 2: Assuring Qualified Teachers
• Topic 3: Improving Graduation Rates
• Topic 4: Improving School Climate
• Topic 5: Providing education appropriate to

students' needs
• Topic 6: Increasing Parent and community

involvement
• Topic 7: Providing Quality Career and

Technical Education Programs
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OPI Planning Tool
Overview Page



E-Grants
Basics
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E-Grants Basics –
System Requirements
• PC’s (Windows Operating System

Versions: 98, NT, 2000, XP)
• Internet Browsers

– Netscape (6.1+)   OR
– Internet Explorer (IE) (5.5+)

• Note 6.0 or higher preferred
• IE is not supported in the Mac environments.

Safari is advised on a Mac but has not been
completely and thoroughly tested so the user
may experience occasional odd behavior.

– Not AOL Browser
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E-Grants Basics –
System Requirements
• Internet Browsers

– Pop-ups
• NOTE: Internet Pop-Up Blockers (i.e. AOL,

MSN, Google) MUST either be disabled or
allow for pop-ups from the E-Grants sites or
the application will not function properly

– Printing
• For optimal printing of Printer Friendly pages

– if using IE 6.x, may need an IE Plug-In
• Visit this OPI site for needed information:

http://opi.mt.gov/IEPrintFix/Index.html
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E-Grants Basics –
System Requirements

• Internet connectivity – high speed
for optimal performance

• Email access – for notifications
and communications
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E-Grants Basics –
Accessing E-Grants

• The E-Grants User Ids will have security
established that will authorize user’s access to
their district’s grant application.
– User Ids will identify the E-Grants “role” that

the user will have in E-Grants.
– District E-Grants Roles include: District Data

Entry, District Admin (Authorized
Representative), Financial Data Entry, and
Business Manager

– There will also be someone in the district in a
‘Security Coordinator’ Role.
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E-Grants Logon Page
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Main Menu Page
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E-Grants Basic
Navigation Overview

Highest Level

(i.e. NCLB Consolidated,

IDEA Consolidated)

Overview Contact Funding
Grant

Summary
Assurances Submit

Application

History
Page Locking

Lower Level

Application Section

(e.g. ESEA/NCLB - Title

I-A)

Overview
Program

Detail
Budget Detail

Budget

Summary
Page Locking

Program page Program page

Program

page

Program

page
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E-Grants Basics –
Navigating
• Page Header and Footer
• Page Title/Name
• Printer-Friendly Link

– Printing from the Web – notes and tips
(printer drivers, page set up, page
orientation, etc.)

• “Application Sections” drop-down list box
• Tab Strip
• Internet  “Back” and “Refresh” buttons –

do NOT use them!
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E-Grants Basics –
Navigating

• Preferred completion sequence

• Who does what and when

• Hyperlinks within Web pages

•  Guidance and other online help
– Embedded links and files
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E-Grants Basics -
Navigating

   E-Grants Navigation / Tab Structure –
multiple levels

Link to online Help files

Standard navigation among sections of the
Applications – drop down list of sections

Standard Page Links
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E-Grants Basics –
Navigating

• Session timeout is set to 60 MINUTES.  It
is IMPORTANT to SAVE work
FREQUENTLY, especially on pages with
a lot of text data entry.

• If you will be away from your desk or busy
for very long (phone calls, visitors, etc.),
Save your work and log off of E-Grants.
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E-Grants Basics –
Navigating
• Recommend doing large text entries in a

word processing package or text
document then cut and paste to the E-
Grants Web page text area
– Do NOT use special formatting (e.g. bullets) or

characters (i.e. &, *, @, etc.) in Word processor
source text that will be copied to E-Grants pages
or errors could result

– Enables use of the word processor spell checker
and character count

– Enables use of word count capability to deal with
character limit constraints
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E-Grants Basics – Types
of Controls
• Tab Key

– Moving around a page
• Control Types

– Push Buttons, Radio Buttons, Check Boxes,
Text Boxes, Text Areas, Hyperlinks

• Special Actions
– Add Additional Lines, Submit, Assure,

Consulting
• Page Scrolling – look for scroll bars and use

as needed to see all information on the Web
page
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E-Grants Basics –
Common Elements

• Built in Validations
– Input Length Checks; Numeric Checks;

Completing one Field requires
completion of other(s)

• Error Messages
– Warnings versus Errors – when is

“Data Not Saved”?
• Calculate Totals

– Summary of lines; Indirect Cost Rates
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E-Grants Basics –
Common Elements

• Show / Hide Function
– Once you select to ‘Show’ a field, enter data

and Save it, you cannot just ‘Hide’ the field
again to remove data if you change your
mind.  Data is NOT automatically deleted
once entered if the area is then ‘hidden’ by a
user. Data must be manually deleted to
make it “go away”.  You MUST delete the
data previously saved before hiding the field
and saving the page again.
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Example - E-Grants
Data NOT Saved Error
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E-Grants Basics –
Common Elements

• Enter Amounts in Whole Dollars only
on Budget pages (no pennies
allowed)

• Displayed Amounts have commas
and decimal points for readability

• Messages on Web pages (Title V-A
page example) should display at top
left on page.
– READ THEM!



OPI
Planning

Tool Pages
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Plan Selection Page
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Planning Topic Page



E-Grants
Application

Pages
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E-Grants Web Pages –
Selecting the Application

• Options/Rules for working with
Applications / Amendments
– Create
– Open
– Delete
– Review Summary

• The history of applications
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Applicant Select Page
(OPI and Public View)
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Application Select Page
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E-Grants Applications
Overview

• Online Grant Applications to be
included in initial E-Grants (MTW)
implementation:
– ESEA / NCLB Consolidated
– IDEA Part B and Preschool
– Perkins Secondary
– Title I-A School Improvement
– Title I-C Migrant Education
– Title IV-B 21st Century Competitive
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E-Grants Standard
Application Pages
• Overview
• Contact Information (ALL Programs)
• Funding

– Allocations (Transferability/REAP)
• Multi District List and Sub grantee Access

– Topic Funding
• Grant Summary
• Assurances (Common, Program Specific,

Agreement)
• Submit Approval
• Application History
• Page Locking
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E-Grants Standard
Application Pages

   E-Grants Navigation / Tab Structure – multiple levels

=  Standard E-Grants Application Tabs at HIGHEST
Consolidated Level

Standard navigation among sections of the
Applications – drop down list of sections

Standard Page Links

Link to online Help files
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E-Grants Standard
Application Pages

   E-Grants Navigation / Tab Structure – multiple levels

=  Standard E-Grants Application Tabs at Lower PROGRAM
Levels
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E-Grants Standard
Application Pages

   E-Grants Standard Navigation and Links

Link to online Help files

Standard Page Links

Standard navigation among sections of the
Applications – drop down list of sections
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E-Grants Web Pages –
Overview Pages: All Levels

• This Web page is displayed first
• Usually informational only – no data entry
• Defines the Program:

– Purpose
– Funding Source
– Participation Requirements
– Provides links to Legislation, Guidance and

General Information
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Overview Page
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Applicant Contact
Information Page



43

Allocations Web Page –
NCLB Example (REAP Eligible)
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Allocations Web Page –
NCLB Example (General Transfer)
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Allocations Web Page –
IDEA Example
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Topic Funding Page
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Grant Summary Page –
view by OPI Purpose Category
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Grant Summary Page –
view by Object Code
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E-Grants Web Pages –
Data Pages

• Complete list of pages varies based
on program type as well as OPI and
legislative requirements.

• Common Data Pages
– Program Detail
– Budget Pages

• Budget Detail
• Budget Summary
• Other Program Budget pages as required
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Budget Detail Page



51

Budget Summary Page



Submission,
Status and
Approval
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Completing the
Application – Assurances
Pages

• Must be agreed to by the Legal Entity
Administrator or Authorized Representative
before the Application is submitted to OPI.

• Only required for Original Application each
year.

• Common Assurances agreed to once for all
programs.

• Legal Entity Administrator or Authorized
Representative are only users with access to
see and click “Legal Entity Agrees” button
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Common Assurances Page
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Sample Program Assurances
Page
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Assurances Agreement
Page



57

Completing the
Application Submit Page

• Consistency Check may run for 1 minute.
Validates information that spans Web pages.

• “Consulting” status allows OPI Reviewers to
View applications that have not yet been
submitted by the district.

• “Lock Application” prevents further changes.
Only the person who performed the lock or
the Authorized Rep can unlock.
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Completing the
Application Submit
Page

• Submit – Consistency Check must
be run first
– By Applicant Data Entry Staff – Notifies

LE Administrator
– By LE Administrator– Submits to OPI for

Review
• Approval Levels at OPI – Workflow

defined by OPI and varies by grant
program application
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Submit Page – Not yet
submitted



60

Submit Page –
application submitted
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E-Grants Completing the
Application –
Application History Page

• Displays steps an Application
encounters in the workflow along
with the User ID who performed that
step and the date it occurred
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Application History
Page
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Possible Status Changes –
Displayed on Submit Page or
Application History Page

• Assurances were agreed to on (date
agreed to by LE Administrator)

• Consistency Check was Run On
• Submitted to OPI (by LEA to OPI)
• Returned for Changes (to LEA from

OPI)
• Program Grant Specialists Review /

Approval
• Final OPI level review/approval
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Application Status –
Review Summary Page
• Review Summary is accessible from the

Application Select Web page once OPI has
completed their reviews

• The Review Summary Web page provides
details about the status of the reviews for
an application cycle.  The page provides a
list of:
– workflow stops
– groups
– staff assigned to review the application at that

stop
– current status of each individual’s review and
– status date
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Application Status –
Review Summary Page
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E-Grants Completing the
Application –

System Notifications
• Emails to Applicant go to email Account(s)

for the LEA Authorized Rep and others
entered on Contacts Web page.

• LEA Notified on Final Approval or
Returned for Changes
– Review Summary page allows LEA review of

OPI application Review Checklists for feedback
on modifications required

• OPI can be notified upon submission from
LEA – notifications will be driven at OPI
level by E-Grants workflow which defines
approval groups and levels
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E-Grants Completing the
Application –

Other OPI Systems

• E-Grants will obtain Legal Entity
(Applicant/District) and School
information from an OPI
Organization Repository System
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Page Lock Control Page –
SEA View
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Page Lock Control Page –
LEA View
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Page Lock Control Page –
expanded view

ESEA/NCLB Consolidated
Section expanded
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Page Lock Control Page –
expanded Program view



Application
Program
Specific
Pages
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Overview of Program
Specific Pages

Online review of the following
program applications

• ESEA/NCLB Consolidated
• Carl Perkins Secondary
• IDEA Consolidated
• Title IV-B 21st Century Competitive
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Program Specific Page
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Program Specific Page
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Program Specific Page
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Program Specific Page
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Program Specific Page



E-Grants LEA
Payment Web

Pages
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LEA Payment Web Pages

These web pages provide the LEAs with
the ability to submit their payment
requests online and to track their
payment activity on each grant program.

• Payment Summary
• Reimbursement Request – page to

submit their requests for
reimbursements electronically.

• Expenditure Report  - page to report their
total expenditures to date within a grant
year.  Cash on hand control.
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LEA Payment Web
Pages

• Scheduled Payments – planning
tool that shows the amounts to be
paid via the scheduled payment
calculations.

• Payment History – tracking tool to
allow a review of all payment
activity on a given grant program
for the year.
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Application Select – Access to
District Payment Pages
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Payment Summary  Page

This summary
page provides
a snapshot
view of the
LEA’s overall
p a y m e n t
status for the
p r o g r a m s
involved in the
s e l e c t e d
application.

Allocation data
is also
provided for
ease of review
along with the
payment data.

Hyperlinks to Scheduled Payments and
Payment History pages for more detail.
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Scheduled Payments Page
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Completed Payment History  Page
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Reimbursement Request/
Expenditure Report Menu Page
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Reimbursement Request Page
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Periodic Expense Report Page
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Grant Award Notification

• Grant award notice will be a PDF
document generated as part of the
OPI application approval process.

• Following Final application
approval by OPI, a hyperlink will
display on the E-Grants Application
Select page (“GAN”).  Clicking this
link will open the PDF document
containing detailed grant award
information and amounts for the
current cycle application.



Assistance
and Support
for E-Grants
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E-Grants Support

• Support for E-Grants is provided via
three tiers:

– Tier 1: LEA assistance by OPI Program
or Fiscal staff and issue reporting

– Tier 2: OPI / ITSD technical review and
resolution

– Tier 3: MTW or OPI ITS technical review
and resolution
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E-Grants Getting
Assistance – LEA Support

• Each LEA should identify key LEA E-
Grants roles:
– LEA E-Grants Coordinators - the central

point of contact for all non-security related
E-Grants communications and coordination
between OPI and the LEA or applicant.

– LEA E-Grants Security Coordinators -
the central point of contact for all security
related E-Grants communications and
tasks between OPI and the LEA or
applicant.
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Tier 1 E-Grants Support –
Assistance for program - Questions
and Technical Assistance

• Support for application program
information
– OPI staff assigned to review the LEA E-

Grants online applications will provide the
first level of program or fiscal related
information and support to the LEA /
Applicant

– In most cases, OPI Program or Fiscal
Reviewers can assist with business rules
for completing application Web Pages.
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Tier 1 E-Grants Support –
Assistance for program Questions
and Technical Assistance

• OPI can only see LEA applications
that have been submitted, unless
the LEA puts their application in
“Consulting” Status.

• OPI provides feedback to
Applicants via the Application
Review Checklists after reviews
are performed.
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Tier 2 E-Grants Support –
OPI or ITSD Technical Review and
Resolution
• OPI or ITSD technical Help Desk support

staff will resolve issues related to:
– Diagnosing and resolving network,

database, and Web server infrastructure
issues

– Conducting regular network and server
maintenance

– Conducting regular and annual data
maintenance

– Replicating, documenting and elevating E-
Grants program/code issues that cannot be
resolved to Tier 3 support.
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Tier 3 E-Grants Support –
MTW or OPI ITS Technical Review
and Resolution
• Tier 3 Support will be provided by either

MTW technical personnel (until July 1,
2007) or OPI ITS (after July 1 and for
OPI developed pages) and will be
responsible for handling all issues
routed to them from Tier 2 OPI or ITSD
technical support staff

• MTW support will be available from
8:00am to 4:30pm MT to handle Tier 3
issues arising from the E-Grants
system’s custom code base, as referred
from the OPI or ITSD Help Desk.
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Tier 3 E-Grants Support –
MTW Technical Review and
Resolution

• E-Grants issues submitted to
MTW Tier 3 Support will be
evaluated for scope.  Requests for
system enhancements will be
referred for handling via the E-
Grants Project Change
Management process.
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Getting Assistance –
System Performance
Issues

• Preventing Loss of Data
• Sample System Errors
• Recovering from an error
• Performance on different platforms
• Transaction Time
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• Review a Grant Designer built
page with Sample Error Message
(Valid error)

• Review Budget Detail (or other
Web Page NOT built by the Grant
Designer) – Sample Error
Message (Valid error)

• Result of Timeout

Getting Assistance –
System Performance
Issues
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Getting Assistance –
System Performance
Issues
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Example - E-Grants
Error
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Example - E-Grants
Error
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Session Wrap Up - E-Grants
Future Plans

• Phase 1 of the E-Grants implementation
includes the 2007-08 Consolidated Federal
ESEA/NCLB, Title I-A School Improvement,
Title I-C Migrant, Carl Perkins Secondary,
21st Century and IDEA Consolidated grant
applications as the first programs available
under OPI E-Grants
– 2007-08 federal grant applications listed

above will be completed online and submitted
using E-Grants
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Session Wrap Up

• Phase 2 of the E-Grants
implementation will include Payments
Administration (May 2007)

• Your feedback will improve this
system!
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Session Wrap up – Improving
E-Grants Training

• What could be done differently to make
the E-Grants training more effective?

• Were the training materials at the
appropriate level of detail?

• How could the training materials be
improved?
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Session Wrap Up

QUESTIONS???
Thank you for participating!
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Session Wrap Up

E-Grants Project Contact Information

OPI E-Grants Project Manager: Dave Nagel
Phone: (406) 444-1641
Email: dnagel@mt.gov

MTW Solutions Project Manager: Debbie Taggart
Phone: (850) 942-1430
Email:  Deborah.Taggart@mtwsolutions.com


